STAT

Approved For Release 2003/05/14 : CIA-RDP78-04914A000200070025-2

Nanagsmont Officer 16 Hovember 1949
Chlef, Administrative Staff
Time and Attendance Reporta

1. ERaference Kcu memorandum on the above subjsct
dated 20 October 1949, it 1s recommendsd that no chanpes ba

mads in the present procedurs of maintaining Standard Form
No. 1130,

2, 'Thare are a numbar of things involvad should the
suggestions in your paragraph 2, be adopted. The "pre-
heading® by the Fiscal Division would require en additional
sst of addressograph plates initially costing about #125,00,
Thers are appraximategy 200 changes sach pay period, and the
cost for the plates alons would run about 215,00 per year, In
addition, a new cabinet, costing approximately 2150.00, would
b= needed tu store these plates. Other costs that should be
taken into consideration would be the time required by one
employse of Fiscal to imprint the information, which would
take about two days per pay pericd, In additlon, there
would be the courler and delivery service to Reproduction
plus costs of multilithing and again redistributing,

3« The Time end Attendance Raport is not designed to
credit and carry balances of an individual's sieck or,gmml
leave, Sick leave is accrusd on a monthly basiz and
braak down the leave on a bi-weekly basis would necessitate
the time and attendance clerks' crediting fractions due to
the difference in the rumber of days in the months, and
would require several times the hours spent in the present
preparations Further, the smployes's annual leave account
is on a ealendar-ysar basis, and the form does not permit
carrylng over such a balance. An smployse may accrue only
208 hours of annual leave for the calendar year, and,hare
again, ghould loave be credited on a bi-weskly method, it
is possible that many clericsl errors could bs made, Fur=
ther, of the approximately 100 time and attendance clsrks,
very few maintain a duplicate leave slip. Your suggestion
would nacessitate maintaining books that would have to be
referred to and would require additional time by the time
and attendance clerks,. .

e Time and attendance. glerks would have to becoms .
famillar with public laws, decislons of the Gomptroller . . .. ...oopfoeme
General, the Civil Service Commission, and agéi cy ragulas i
tions, etc. in order to maintain properly an‘: 1 1{,1?“;4).*5 pee U
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leave record, The dg would
cantralized ; g
notifying the offices of lgavs wg::?m zm?ftg:mu

duties, Should the |
: ¥ care to, a carbon or t
made at one timg and uged fer the sucaaasiw:nﬁgiuéffggda.

S5 It ig recomended '
L thet no chan;eg -
Progent procedure. Ap outlined abev;; éuah}§ﬁ§§i§3%3u§2§
i ational wo : vision, Reproductd
Branch @ervice, and probat t -
- > robyl t
Pls the time at pres:nt spent by thadgigizgsigﬁaiiggaggk

atiendance clarks,
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